
 

Introduction:
This comprehensive training program is designed to provide professionals with an advanced understanding
of the legal, regulatory, and operational principles governing the management of documents and records.
The course equips participants with the knowledge and practical tools required to ensure organizational
compliance with sector-specific regulations, international standards, and industry best practices.

Participants will explore advanced subject areas such as information privacy, development and
implementation of records retention schedules, governance of electronic records, and the design of
compliant records management systems. Using real-world case studies and guided expert sessions, learners
will gain the critical skills needed to manage sensitive information in a compliance-oriented environment.

The training delivers an in-depth focus on the various components of document and records management,
from legal frameworks to system implementation. Participants will also learn how to use compliance
management checklists, implement secure document control systems, and understand the role of
compliance tools in supporting regulatory obligations. By the end of the course, professionals will be well-
positioned to align their organization's information management strategies with the highest standards of
compliance and risk mitigation.

Intended Audience:

This advanced-level course is tailored to professionals across a variety of roles and regulated sectors,
including:

Managers and administrators responsible for records governance
Professionals in compliance, legal, and regulatory roles
Information security specialists focused on document protection
Coordinators involved in document control and version tracking
Officers responsible for data protection and privacy oversight
Information technology and systems managers
Professionals managing regulatory affairs in corporate settings
Archivists and those involved in information governance
Internal and external auditors, and risk management personnel
Individuals working in industries with strict regulatory environments, such as healthcare, financial
services, and law



Learning Objectives:

Upon successful completion of this training program, participants will be able to:

Understand advanced concepts and responsibilities in document and records compliance
Manage both electronic and physical records according to legal and regulatory standards
Create and enforce effective and compliant records retention schedules
Interpret and apply data privacy regulations and industry-specific compliance requirements
Implement strategies for securing sensitive documents and ensuring data protection
Identify, assess, and manage compliance-related risks within recordkeeping systems
Conduct internal audits and evaluations to maintain compliance and good governance
Design and operate records management systems that align with regulatory obligations
Stay informed of global legal frameworks and evolving compliance expectations
Address contemporary compliance challenges in dynamic regulatory environments

Target Competencies:

Participants will strengthen and refine competencies in the following key areas:

Mastery of advanced document and records management methodologies
Understanding and application of global compliance frameworks such as the General Data Protection
Regulation and healthcare-specific privacy laws
Design and enforcement of records retention policies and schedules
Competency in handling and securing electronic and digital information assets
Implementation of protocols for document security and privacy protection
Development of risk assessment and mitigation strategies related to recordkeeping
Proficiency in planning and conducting compliance audits and reviews
Knowledge of sector-specific regulations and how they influence information governance
Capacity to design and manage fully compliant information management systems
Skills in data governance and overseeing the full lifecycle of organizational information

Course Modules:



Module 1: Foundations of Advanced Document and Records Compliance

Overview of modern records management concepts and compliance drivers
Exploration of key compliance principles relevant to records handling
Examination of the strategic role of records management in business operations
Identification of applicable legal and industry-specific requirements
Evaluation of the relationship between corporate governance and records retention
Understanding the risks associated with non-compliance in document handling
Analysis of the intersection between privacy regulations and records management

Module 2: Regulatory and Legal Frameworks

Comprehensive review of global compliance regulations including privacy and data protection laws
Understanding the legal responsibilities of organizations in managing records
Exploration of compliance challenges unique to different regions and jurisdictions
Development of internal policies that meet legal and regulatory expectations
Assessment of the consequences of non-compliance, including penalties and reputational risks
Strategic approaches to legal risk mitigation in records and document handling
Implementation of best practices to ensure legally compliant recordkeeping

Module 3: Management of Electronic and Digital Records

Analysis of challenges and benefits of electronic records management
Introduction to systems used to manage digital documents and content
Development of digital retention and disposal policies
Implementation of security protocols such as encryption and user access controls
Management of metadata and creation of verifiable audit trails for digital records
Long-term strategies for maintaining digital integrity and accessibility
Evaluation of cloud-based solutions and their compliance considerations

Module 4: Creating and Enforcing Retention Schedules

Understanding the significance of records retention planning
Step-by-step development of compliant retention policies
Integration of legal, operational, and risk-based considerations in determining retention periods
Design of schedules tailored to various record categories and formats
Introduction to digital tools that assist in managing retention schedules
Auditing and monitoring practices to ensure ongoing retention compliance



Responsible methods for the destruction and disposal of records after expiration

Module 5: Risk Management and Auditing in Records Compliance

Identification of common compliance risks in records management processes
Planning and conducting internal audits to assess compliance levels
Development of practical strategies to reduce records-related risks
Proper handling of records under litigation holds and during legal investigations
Planning for disaster recovery and continuity of business operations
Defining the compliance officer’s role in conducting and supporting audits
Techniques for measuring and improving the overall effectiveness of compliance programs
Promoting an organizational culture centered on compliance and accountability

This training course offers the knowledge and expertise necessary for professionals to establish and
maintain advanced, compliant, and secure records and document management practices. It is designed to
support organizations in achieving long-term legal and operational resilience through effective information
governance and regulatory compliance.

Let me know if you would like this formatted as a training brochure, proposal, or customizable presentation
slide deck.

 


